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Maryland Office on Aging Housing: Group Senior Assisted Housing

Agency Division

Item
No. Description Retention

¥

GROUP CERTIFIED FACILITIES FILES:

A file folder is maintained for each certified Senior
Assisted Housing group facility. Files maintain
local certification approvals, correspondence to
facility, resident information and quarterly
monitoring reports.

GROUP SUBSIDY ALLOCATION FILES:

A file folder is maintained for each county where
Senior Assisted Housing - Group subsidies are
allocated. Files contain subsidy contracts,
correspondence with the Area Agency on Aging, reports
of subsidies earned and confidential client
information.

GROUP CERTIFICATION APPLICATIONS FILES:

A file folder is maintained for each county where
applications and requests for information have been
received for the Senior Assisted Housing - Group
Program.

Retain in office until group
home closes. After four years
transfer to State Record
Center, then destroy after 2
years.

Retain in office until group
home closes. After four years
transfer to State Record
Center, then destroy after 2
years.

Retain in office until group
home closes. After four years
transfer to State Record
Center, then destroy after 2
years.
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I f <ST1<OCT 1 QMS » - TYPE OH PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES.
[ITH RECORDS RETENTION

S S O ' I )

DEPARTMENT OF GENERAL SERVI
MANAGEMENT DIVISION

7 2 7 » KATERLOO ROAD
P . O . BOX 2 7 *

MARYLAND 2 0 7 M

AGENCY RECORDS INVENTORY

PACK l OF

I . DEPARTMENT/AGENCY

Office on Aging

2 . DIVISION

HOIK ina

3 . IMIT „
Group

^pninr fl^sisfpii H nnsi no

DEFINITION- IES-'
RKPCRKKCX

OF RSLATCD RKCORDS NORMALLY FILED ANO UCSD AS A UNIT POH
AS CTXA. A« mnwrtew AWO Dt»yo«tTtew *tm»o«g»

*. RE SERIES TITLE

G r o u o C e r t i f i e d F a c i I i t i e s F i l e s _

> . EARLIEST YEAR/LATEST YEAR
1Q70 TO ioon

| » . RECORD SERIES DESCRIPTiow ( ^ . ^ ^ gepjEs . Micuutw TMK PURPOIC on rxmeriON or TMK . K f r t e . j

A f i l e f o l d e r is maintained for each c e r t i f i e d Senior Asisted Housing group f a c i l i t y . Files contain local

c e r t i f i c a t i o n approvals, correspondence to f a c i l i t y , resident information and quarter ly monitoring repor ts .

7 . RECORD S E R I E S FORVAT(S)

•

D LETTER S I Z E ° MICROriUM

LEGAL. S 1 Z S

• BOUND BOOK

O AUDIO TAPE

O COMPUTER TAPE

O FLOPPY DISK

Q VIDEO TAPE

CJ OT>£R( S P E C I F Y )

I " • TILE I S USED

O D A I L Y

S . RECORD SERIES SEQUENCE

• ALPHABETICAL

• NUMERICAL

• CHRONOLOGICAL

5f GEOGRAPHICAL By County

0 OTHER(SPECIFY)

a WEEKLY / . MOKTHLY

1 3 . CURREKT LOCATION(S) {BLDC. .FLOOR, ROOM)

301 W. Preston Street

Room 1004

IS . ACCESS RESTRICTIONS • YES Of NO
( i r VKS, CITK LJMT(S) * ««OUUATIO»«(«)

17 IS AN INDEX SYSTEM USED! ( \r Ttl.ucPLAIN
• R I C r t r / A K O DCfCRIH AJCY KAIIOBAMC/SOrTWAlUC)

a YES

FUT/AKC

a NO

t . VOLUME
1ST WE. DRA«ER(S)
0 MICROMLM R E E L ( S )
• COMPUTER T A P E ( S )
0 OTHER(SPECIFY)

1 0 . ANNUAL ACCUMULATION
P FILE DRAWER(S)

^ O MICROFILM R E E L ( S )
hbUhlH 0 COMPUTER TAPE( S )

I Z « FILE BECOMES INACTIVE AFTER
D MONTH( S) D YEAR(S)

NyMSKE —^ _ ^ « - w —

1 4 . I S RECORD SERIES DUPLICATED ELSEWHERE?
I IF YTS, smrcirr t.aater OK orrice)
a YES Q/NO

I « . AUDIT REQUIREkEMTS

Q NONE Q STATE • FEDERAL ° INDEPENDENT

I S . RETENTION

Retain in office until group home
closes. After four years transfer
to State Record Center, men destroy
after 2 years.

IB . NAMC AND TITLE a r Z O .

1 9 C . : • ' Q

2 1 . DATE



IfJSTflJCT tON3 « «TYPE OH PRINT A
SEPARATE FORM FOR EACH NEW OR

ITH RECORDS RETENTION

1 1 0 * 1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7X7f WATERLOO ROAD
P . O . BOX 2 7 1

MARYLAND 2 0 7 t 4

AGENCY RECORDS INVENTORY

*»ACE 2 or 3

t . DEFARTMENT/AOENCY

Office on doing

2 . DIVISION

Housing

3. UNIT Group
Senior Assisted Housing

DEFINITION* HES- A o*ot-> o r
Mm AS n u . AS HIUHT

NOMMU.y FILED AND USCO AS A UNIT FO-
tew AMD DISPOSITION Ftn»»O«lf

IES T I T L E
Group Subsidy Allocation Files

> • EARLIEST YEAR/LATEST TEAR
1996 TO 1990

f RECORD SERIES DESCRIPTION (•••"*•* - » « • • • « Ttoe T Y P « S o - I K F O « * A T I O H / D O C W « K T » / F O » « FOUND

•IN THE SERIES. INCLUOI TKK PURPOSC on rvNCTtON or THK t i r r t e t

A f i l e folder is maintained for each county where Senior Assisted Housing - Group subsidies are allocated.
Files contain subsidy contracts, correspondence with the Area Agency on Aging, reports of subsidies earned
and confidential client information.

7 . RECORD SERIES FORMAT(S)

La_P LETTER SIZE O MICROFILM

^B< LEGAL. SIZE • COMPUTER TAPE

' O BOUND BOOK • FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

Q OT>ER( SPECIFY)

8. RECORD SERIES SEQUENCE

C ALPHABETICAL

• NUMERICAL

O CHRONOLOGICAL

B GEOGRAPHICAL

O OTHER(SPECIFY)

a F l l

t . VOLUME

FILE DRAWER(S)
Q MICROFILM REEL(S)

1 0 COMPUTER TAPE(S)

10 . ANNUAL ACCUMULATION

B FILE DRAWER(S)
0 MICROFILM REEL(S)

KliUhBT ° COMPUTER TAPE( S )
. O mvrDHPFrirv)

II. FILE IS USED

O DAILY D WEEKLY AMONTHLY

1 2 * FILE BECOMES INACTIVE AFTER

_ _ _ _ _ O MONTH(S) O YEAR(S)
HUMHET

I S . CURRENT LOCATION(S) (

301 W. Preston Street
Room 1004

BLDG..FLOOR,ROOM) 1 4 . I S RECORD S E R I E S DUPLICATED ELSEWHERE?

t l F YCS.^SFrCIFT /.UKCT ON OFFICE)
a YES -«/NO

I S . *«-*-«• gg RESTRICTIONS O YES tTNO
( i r m , C I T K L A S ( S ) & HKOUVATIOM(S)

I « . AUDIT REQUIREMENTS

Q NONE O STATE • FEDERAL a INDEPENDCNT

1 7 . IS AM INDEX SYSTEM USEDT ( IF WS.KXPI-AIN
•RII-LY/AKD DUCII IU A*rr KA-OIA-K/IOFTWAWI

Q YES 9 NO

I * . RETENTION

Retain in office until group home
closes. After four years transfer
to State Record Center, then destroy
after 2 years. ' . i

I t . NAftSC AND TITLE OF 2 0 .

225-1118

•» / • • » i



iMSTTTUCTtONS.-TYPg OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES.
LITH RECORDS RETENTION

sso«t)

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7271 VATERLOO ROAD

P.O. BOX 271

JESSUP, MARYLAND ZO7t4

AGENCY RECORDS INVENTORY

PACE 3 o r

t . DEFAR1 r/ACENCT

Office on Aoino

2 . DIVISION J . UNIT
Group

Soninr A^i^i-prt Hntninn

DEFINITION-RECORD SERIES A amup or
Rim ces * • WKT-L A» w

• NORMALLY FILED AMD USSD AS A UK IT
lOW AMD O I W I T t O N F t W f . ~

RECORD SERIES TITLE

Group Certif ication Application Files
> • EARLIEST YEAR/LATEST YEAR

1?7fl TO 1990

• • RECORD SERIES DESCRIPTION (•RIKPLT osaexias TKK
•IN THE SERIES.

TYPK8 OP INFORMATION/OOCUMDrrV/FOI
INCLUDE TMK PURPOSE OH FUNCTION OF TMK I f f n t f ]

A f i l e is maintainea for each county where applications and requests for information have been received

for the Senior Assisted Housing - Group Program.

7 . RECORD SERIES FORMAT(S)

I Q LETTER SIZE ° MICROFILM

H U S A L S I Z E • COMPUTER TAPE

' Q BOUND BOOK O FLOPPY DISK

O AUDIO TAPE C3 VIDEO TAPE

Q OTHER(SPECIFY)

0 . RECORD SERIES SEQUENCE

a ALPHABETICAL

• NUMERICAL

• CHRONOLOGICAL

ITCEOCRAPHICAL

O OTHER(SPECIFY)

• . VOLUME

W FILE DRAWER(S)
• MICROFILM REEL(S)
° COMPUTER TAPEJS)
D OTHER(SPECIFY)

10 . ANNUAL ACCUMULATION

B FILE DRAWER(S)
^ O MICROFILM REEL(S)

UUlhn ° COMPUTER T A P E ( S )

I I I . FILE i s USED

DAILY O WEEKLY • MONTHLY

1 2 * FILE BECOMES INACTIVE AFTER
c D MONTH(S) P YEAR(S)

rtrmsrrr I .
1 3 . CURRENT LOCATION! S)

301 W. Preston Street
Room 1004

[BLOC..FLOOR.ROOM >

X-

14 . IS RECORD SERIES DUPLICATED ELSEWERET
t i p >x», wprciPY /.aorer en OFFICE)
O YES OTNO

18. *«-cr*« RESTRICTIONS Q YES * NO
( i r Y C T , c m i-*«<«) * H«OOI_ATIOHU)

1C. AUDIT REQUIREMENTS

C "NONE O STATE Q FEDERAL ° INDEPENCeNT

17. IS AN INDEX SYSTEM USEDT ( i r -rKS.KXPLAIM
• R I K F L V / A K O B u e m M Airr H A N O * A R K / W F T W A M )

I * .
FLV/AKt

a NO

RETENTICJI

Retain in office until group home ';
closes. After four years transfer •
to State Record Center, then destroy \
after 2 years. j
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